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Team lead receives project 
description form and 

document 
Letters and Executive Correspondence 

Internal documentExternal document

Is there time for a thorough review? 

Program staff 
handles letters and 

Susie revises 
Executive 

Correspondence.  
Major changes are 

reported to team lead 

Team lead or member 
may volunteer to work 
on document, as other 

workload allows. 
Yes No

Is the document long or complex?
Quick Review 

Draft emailed to team 
members Yes

No 

Team member 
is busy 

Team member 
on leave 

Team member 
has time 

Team member 
has time 

Comments and edits 
returned to the team lead 

by set deadline. 

Team lead combines comments 
and edits and returns to 
document author/owner 

Group rewrite with 
available team 
members, the 

owner/author, and other 
content experts or 

stakeholders  

Full Review 
 

Team lead identifies a 
re-writer, facilitator and 

a dedicated review 
team 

Group rewrite with 
document re-writer, 
facilitator, dedicated 

review team, 
author/owner, and 

stakeholders.  Document 
may also go out to the 

Agency Plain Talk Team 
for “fresh eyes” or go 

through a “usability test” 
if this may be helpful in 

the process. 
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Team lead records original and final on Plain Talk Website 
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Medium Review 
 

Team lead identifies re-
writer and facilitator. 


